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Attechizznt A

osde functions of the FI/D Records Monagement Officor inelude
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Administer the records wamagement progrem for FI/Division D.

lonitor and enforee coxplinnce with CS and Agency recoxds.
procedures.

Ropresent FI/D dn liaison with m:/r/sa, RID, Aveca Divisions,
asd GGI on reeords provloms.

stotions and Avea Divisionsre
pecdures for the secwre handling

: com¥t
mvélmenﬁ of undocltma:m econtrol systen tallored to the

neads of tho f£ield otations end headguarters.

Fatablichoent of records pz'ocudures vithin FI/D tlwu
FI/D noTIGES,

Prepare Vitel Matoricls Deposit Schedwle for FIfD. Coordirvate
FEID sutnissions to tho Vital Materials program, and follows

‘up on conbinumnee of complience with Vital bterizls.

reguirenonta.

‘Propare annusl records inventory for FI/D. Follow-up on the

prelng of wsoless materdal in order to create & rore effec uiva
reference collection and moxe efficlent use of working spec
and gafo cquipmont.

Approve requoste for f£iling equirment and insure that the
pogt effective use is mude of this cgulpment.

Provide guidance to FI/D porcomnel in the rotiremont of
innotive files to the Acency Rzcords Center.

Trie?f senior FI/D personrol on current develcpmonis ond
inforration storaze and retrievel technigues related to
epecific headquarters records problems,

Act o8 focal polnt for forms mamspement and proocwremant.
Iaintain up~to-date Records Coatrol Scheodule for FI/D.

Designate, with the concwrrence of the cI/Starf, Records
officors for FIfD. . opnnes
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Sxhedule PI/D persomsel for Clondas

Revigw operatiional [ il ] CS docuii§s, which have been |
mried for dostruction by (3 Records Gficors, for wbimte

cotortination ag to veterition op destruction.
Coordinsta on £ilo opeuings, closings and destruction. -

Nondnato exd help train records offficers and reglatry
perconnol for FI/D.

rss:rvices Records

Toke initistive in hoving ineluded im the Certral Retrieval
Eysten those speeisl comnwications snd file eollectilons got
up for reacous of expcdicncy or gonsitivity.

Porticipate in Agmmcy snd CS/OIR records training prograus.

Confuct reseayrch on rocords technicues and procedures to
frmrove and promote efficlent paperwork managoment practiceg.

Attend €8 Roeords Mamnporent CEficers and Agsney Records
Of2icors weotings and Exhivlic.
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